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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
-m__l.~.-i=l*_t__ ~.__"__+. .--- ---- 
ONS: See Publication No. 76-PM-1 for instructions on completing this'form'i Forward signed original to 

Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, 'Georgia, 30334, 
Attention: Scheduling Sectiow 

---,k.*--- .I.,- ~ -.-.... . - ~~~~ ..-, - =~ ~ -_-- --_ .- _ _ _ ~  
FOR RECORDS MANAGEMENT USE 

~ 

Application Number 

Date Completed 

KPR 2 2 1981 1WAY ~ 4 1981 ~ : 
~ 

Telephone Number 
656-2446 

~~~ . ~~ 
'I- ~. 

"FOR AGENCY USE _l_i_.~.--.-~- 

Department of Education 
Office of Administrative Services 
Regional Education Services Division Date Received 
Atlanta GA 30334 

.. . 

~~ 
~~~ 

~~ 
~ 

~~~~ 

Working Title 

~ ~ ~ 
~~ 

Appii+ion Date 

Application Number 

I ~- - ~ 

2. Person to Contact 
Mrs. "'Connie H u n t  

.. ~ .~ ~~ ~.~ 
3. Action Requested 

a. '' IZ4 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

. ~- .. . 1. -~ 

~ ~ ~ 

Isolated Schools Approval Fi les  
Earliest Latest 

~ 

6. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 
The Regfonal Education Services Division i s  responsible f o r  providing l ia i son  services 
between the S ta t e  Department o f  Education ,and the 187 local school 'systems and 16 CESAs 
(Cooperative Education Service. Agencies). 
dealing w i t h  S t a t e  Board of Education pol ic ies  and S ta t e  laws; administers s t a t e  school 
standards thrvugh on-site- appraisal  o f  standards applications;  a s s i s t s  local school system! 
i n  the development of local f a c i l i t y  plans; conducts pupil-teacher r a t i o  and attendance 
audi t s ;  provides l ia i son  services  t o  accrediting agencies and pr inc ipa ls '  organizations; 
compiles school systems data fo r  d i r ec to r i e s ,  school calendars, and the S ta te  l eg i s l a tu re .  
These services a re  provided through the Division Director, 10 Regional Directors (located 
i n  o f f ices  throughout the s ta te) ,  and 1 Administrator assigned t o  work w i t h  the pr inc ipa ls '  

I t  provides monitoring i n  administrative areas 

organizations. . ~. is, 

- ________~  ~~ ~~~ 
__ ~ 1~~~~ 

7. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documentsrelating to: monitoring, receiving, a'nd evaluating i so la ted  school appl icat ions,  and 
recomending t o  o f f i ce  head for approvals o f  i so la ted  school posi t ions . 
Includedare: application l e t t e r s ,  summary of applications,, recommendations t o  o f f i ce  head, 
letter of approval t o  local school system and re1 ated correspondence. 

~. 

File isarranged: chronologically' by s'chool year ;  thereunder alphabetically by System name.' 
: ~ : . 

.. ~ .~~ ~ ..., 
How often are records referred to which are: 

One to six months old 2 5  ' 'L: Seven'to twelve months old 5 Thirteen to twenty-four months old -. 5 .  .. __, 

-. 4''  shelves 2 I;Other lvecify) ~ 

-----l._- 
I . ~  



a. State Law -~------years. d. Audit period . - years. 
b. Statute of limitation - -~_.______years. e. Administrative need -. . - _-years. 
c. Federal law ___years. f. Federal retention instructions *- .-.years. 

Attach copy or exer t  of laws or regulations. Explain administrative need. 

-: I 
. .  , . .  

. _- ~ I_. 

12. Approved Disposition Instructions 'i; . .  

I2 Hold in the current files area - .._._.month(s) 
D Transfer to local holding area; hold -..-.year(s); then 
0 Transfer to State Records Center; hold 
'i. Destroy. 

0 Other (Specify) 

This agency recommends that,the f i le series be cut a* ~.. :  

0 Calendar Year; 0 Fiscal Year; I?! Other &ua't!&mimfl+.- then, 
. 

pon a proVal 

3 

. .~-~~..year(s); then 

, 

yearb); then 

I- 
Transfer to State Archives for permanent retention. 

. .  

These instructions apply to a l l  prior and future accumulations of the series. 

State Records Committ 
_~-I_____ Recommendations in para- 

graph 12 are approved. 
(If disapproved, attach letter 

~ . .  . . . . .. - _ _  . . ~~ +, + . ~  ~~ ~~ ~ .~ 
~~ 


